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Department of Public Safety
and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
EDUCATION (INMATE) AREA:
This series includes all the forms, reports
and other materials regarding prisoner ed-
ucation NOT primarily for the use of the
State Department of Education.
1. PAYROLL MASTER SHEETS: student copies/ Retain for one
receipts (1) year, then
destroy.
2. ASSIGNMENT/REMOVAL REQUESTS:
School requests to assign or remove Retain for one
students from school programs. (1) year, then
‘ destroy.
3. MANDATORY EDUCATION PROGRESS REPORTS: Retain for three
for parole hearings. (3) years, then
destroy.
4. HOUSING LOCATION CARDS or other docu- Destroy when in-
ments showing inmates' location mate leaves
institution.
5. TOOL CONTROL RECORDS Retain for one
(1) year, then
These are documents indicating that destroy.
tools that have checked out and
returned.
Schedule Approved by Department, Schedule Authorized by

Agency, or Division Representative

”//?/ ﬂm Tlt%nzomz WC PW

Date S;gnatureﬁf* Date State Archivist




JUSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
PAGE _l__or_i

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UINIT

Education (Inmate)

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLK

Education (Inmate) Payroll Master Sheets

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS UELIL AS RETENTION AND DISPOf

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
T

6. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPES OF IN'QNATION[DOCMTO/'OM FFOUND

THE SERIES.

This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

PAYROLL MASTER SHEETS: student copies/

receipts

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)

O LETTER S12E O MICROFILM

O LEGAL SIZE O COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPK

O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCK
O ALPHABKTICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

voLuME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

m O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
ROINER' O COMPUTER TAPE(S)

O OYHER(SPECIEY)

1. piLE 1S USED 12. p|LE BECOMES INACTIVE AFTER
O palLy wEDQY O MONTHLY O MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION({S) {BLDG.,FLOOR, ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
' ts» vyxs, sexciry raEncy Or OFFice) NN

O vyxs O no

13. ACCESS RESTRICTIONS ‘OYRS O NO 16. AUDIT REQUIREMENTS
(1@ vyes, ciTe Law(s) & mEouLATION(S)
: O Nonx ﬁsrxrl: O FEDERAL DO INDEPENDENT
17. 1S AN INDEX SYSTEM ‘
USED? (1P vrS.@xPLAIN RECOMMENDED RETENT ION

BRIEFLY AND DESCRIRR ANY MHARDBARK/SOPFTWARK )

OvyeEs O NO

Retain for one
(1) year, then
destroy.

.n. NAME AND TITLE OF PREPARER

20.

Myles Carpeneto, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMBER

DATK

Slil4

21.

DGS 589-4 (REVISED 2/87)

7




JSTRUSTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULK
(0GB $50-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
Pr.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

2 b

DEFARTMENT / AGENCY
Pub11c Safety and
Correctional Services

2. DIVISION

Division of Correction

3. uNIT

Education (Inmate)

DEFINITION-RECORD SERIES.

A GROUP OF RILA'I'ID RECORDS NORMALLY FlLED

4. RECORD SERIES TITLEK

REFERKNCE AS WELL AS RETENTION AND DISPFog

Education (Inmaté) Assignment/Removal Requests

AND USKD AS A UNIT FOR

LTION PURPOSES :

8. EARLIEST YEAR/LATEST YEAR
T

| 6. RECORD SERIES DESCRIPTION ‘IRIIFI-Y DESCRIBE THEK TYPES OF INPOMTlON/DOCMT'/POM FOUND

THE SERIES.

ASSIGNMENT/REMOVAL REQUESTS:

School requests to assign or remove
students from school programs.

INCLUDE THEK PURPOSE OR FUNCTION OF THE SERIES)
This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

7. RECORD SERIES FORMAT(S)

0O LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPK
‘D BOUND BOOK U FPLOPPY DISK
O AUDIO TAPE O Vlﬁ_o TAPE

O OTHER(SPECIFY)

‘8. RECORD SKRIES SEQUENCK
O ALPHAEKTICAL
O NMUMERICAL
O CHRONOLOGICAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

[

2. YOLUMK

O FILK DRAWER(S)
C MICROFILM REEL(S)
O COMPUTER TAPE(S)

ﬁzﬁi'ticntnuwtcuv)

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

O MICROFILM REEL(S)
RUMSEN O COMPUTER TAFE(S)

O cMER({SPECIFY}

[ 11. piie 1S useED 12. FILE BECOMES INACTIVE AFTER
o4
K oaiLy C wEDKaLY D MONTHLY 0 moNTH(S) QO YEAR(S)
- HUHSKN
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyxs, srEcIFY roENCY OR OFFick)
Ovyxs DO NO

N

185. ACCESS RESTRICTIONS

{irp vus,

0 YRS
ciTe LAw(S) & rEGuULATION(S)

16, AUDIT REQUIREMENTS

O nonk X STATE O FEDERAL O INDEPENDENT

'7.

OYES O nNO

IS AN INDEX SYSTEM USED? (§p veS.®>PLAIN
BRIKFLY AND DESCRIBE ANY HARDIMI/ SOFTWAREK )

RECOMMENDED RETENT ION

Retain for one
(1) year, then
destroy.

"I’..IMWI:AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

Shilq

DGS 350-4 (REVISED 2/07)

-7




JUSTIRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

REY ISED RECORD SERIES. FORWARD

{DGS 380-1)

WITH RECORDS RETENTION SCQHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
Pacx _3_or S

———

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. INIT

Education (Inmate)

DE"N'T'Q‘fRﬁCO@ mlu.d GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCK AS WELL A9 RETENTION AND DISPOSITION PURPOSER

1
:4.ttcmu:smnzs1wnx

8. EARLIEST YEAR/LATEST YEAR

Education (Inmate) Mandatory Education Progress Reports T

| 6. RECORD SERIES DESCRIPTION (IRIKPLY DESCRIBE THE TYPES OF INFORHAT!ON/DOCWTIIPOM FOUND

‘N THE SERIES.

This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

INCLUDE THE PURPOSE OR FUNCTION OF THE l!ﬂ!l]

MANDATORY EDUCATION PROGRESS REPORTS:

for parole hearings™.

7. RECORD SERIES FORMAT(S)

O LETTER S12E O MICROFILM

D LEGAL SIZE 0O COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEOC TAPK
O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCE . voLuMK

O ALPHABKTICAL
O NUMERICAL

0 CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
ﬁa“ﬁ'tzcncau#tcuv)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

KROMNER O COMPUTER TAPE(S)

| 11, piLg 13 useD

O pAlLY 0 wEEKLY

x MONTHLY

O OTWER(SPECIFY)
12. piLE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)
HORERN:

l‘,

1 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

tir vyzs, seECIPY s0ENCY OR OFFiIcCE)
Oves 0O NO

18. ACCESS RESTRICTIONS

{ir vyes, c17x Law(s) & rEauLATION(S)

16. AUDIT REQUIREMENTS

O NONK XS‘I’ATI O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1pr YES.mPLAIN

SRIRKPLY AND DESCRIBR ANY HARDRARK/ SOFTWARK )

OyEs O NoO

18. RECOMMENDED RETENTION

Retain for three
(3) years, then
destroy.

‘.I[;.ruus AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER 21. DATE

(301) 764-4113

STilay

DGS 550-4 (REVISED 2/87)

--]




JUSIRVETISNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥iTH RECORDS RETENTION SCHEDULE
(DG8 3830-1)

'u°o

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% ¥WATERLOO ROAD

BOX 27%
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
race F_or 5

DEFARTMENT / AGENCY
Publxc Safety and
Correctional Services

2. DIVISION

Division of Correction

3. uNIT

Education (Inmate)

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

f
|
]

ARFERENCKE AS WEKLL A® RETENTION AND DISPORITION PURPOSES

4. RECORD SERIES TITLE

Education (Inmate) Housing Location Cards

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
T

' .. RECORD SERIES DESCRIPTION ‘lﬂll'l.Y DESCRIBE THRE TYPES OF INFOMTION/DOCU‘NTOIPOM FOUND

THE SERIES.

This series includes all the forms, reports and other materials regarding prisoner
education NOT primarily for the use of the State Department of Education.

' HOUSING LOCATION CARDS or other docu-

ments showing inmates'

INCLUDK THE PURPOSE OR FUNCTION OF THK SEF1ES)

location

)

°

7. RECORD SERIES FORMAT(S)

O LETTER SI125 O MICROFILM

O LEGAL SIZE 0 COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0 VIDEO TAPK

O OTHER(SPECIFY)

's. RECORD SKRIES SEQUENCK
D ALPHABKTICAL
O NMBERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VoLULME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
C MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

acguuusanuzxL____.

I 11. pi1g 13 usep 12. 7|LE BECOMES INACTIVE AFTER
¥ ALy 0 wEDQY O MONTHLY O MONTH(S) O YEAR(S)
— FURNKN
/13, CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
tir vxs, sPeciPFY raENCY OR OFFiCE)
Ovyxs 0O NO
15. ACCESS RESTRICTIONS ‘Ovyxs O nNo 16. AUDIT REQUIREMENTS

(i@ yes, c17x Law(s] & mEauLATION(S)

O Nonx ‘bSTATl O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1P YRS.K)PLAIN

BRIEFPLY AND DESCRIRER ANY MARDRARK/SOFTWARK)

Cyes O pnNo

18. RECOMMENDED RETENT ION

Destroy'when in-
mate leaves
institution.

9. NAME AND TITLE OF PREPAFER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

21. DATK

Shi4)

DGS 3350-4 (REVISED 2/87)

. F




JSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR RACH NEY OR

REV |SED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 580-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 27%
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 35;__or 55:;

1. DEFARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT

Education (Inmate)

DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR

AEKFERKNCE AS WELL AP RETENTYION AND D!!&.m
) N . .
; 4. RECORD SERIES TITLE

Tool Control Records

Education (Inmate)

5. EARLIEST YEAR/LATEST YEAR
To

| 6. RECORD SERIES DESCRIPTION ‘IIIIPLY DESCRIBRE THE TYPES OF INPOMTION[DOCWTI/POM PFOUND

sN THE SERIES.

TOOL CONTROL RECORDS

returned.

INCLUDE THME PURPOSE OR PUNCTION OF THK IIH'I!')

This series includes all the forms, reports and other materials regar?ing prisoner
education NOT primarily for the use of the State Department of Education.

, These are documents indicating th
at
tools that have checked out agd

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
- 0 LEGAL SIZE O COMFUTER TAPK

O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPK
O OTHER( SPECIFY)

'¢. RECORD SERIES SEQUENCK ’.
O ALPHABKTICAL
O NUMERICAL
O CHRONOLOGICAL - .
O GEOGRAPHICAL
O OTHER(SPECIFY)

voLuMK

‘0O FILE DRAWER(S)

O MICROFILM REEL({S)
0 COMPUTER TAFPE(S)

ﬁaﬁﬁ'tlvncnu#tcuv)

10, ANNUAL ACCUMULAT ION
O FILE DRAVER(S)
O MICROFILM REEL(S)
RURSER © COMPUTER TAPE(S)

O OTHER(SPECIFY)

! 1. piLg 1S useD 12. piLE BECOMES INACTIVE AFTER
DAILY O wEEKLY 0 MONTHLY D MONTH(S) O YEAR(S)
— _RURNEN
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIKS DUPLICATED ELSEWHERE?
ti1r ves, serciry soency OR oOFFicCR)
Ovyxs D NO
18. ACCESS RESTRICTIONS ‘SyRs ONO 16. AUDIT REQUIREMENTS

{(1r vyes, cr1Tx LAw|{s) & rEGULATION(S)

O NONE 1QSWATt D FEDERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p veS,.®>PLAIN

BRIKFLY AND DESCRIBR ANY HARDBARE/SOFTYWARE )

OYES O NO

18. RECOMMENDED RETENTION

Retain for one
(1) year, then
destroy.

‘u..wut AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

21. DA

5//;;/

DGS ssg-n (REVISED 2/87)

"2




